
Add/Change Email Addresses 

  
Introduction This guide provides the procedures for a Retiree/Annuitant/Former Spouse 

to add or change email addresses in Retired Global Pay Self Service.  

  
Procedures Log into DA Self Service at https://portal.direct-access.us/ and follow the 

steps below. 

 

Step Action 

1 Select the View/Change My Email Address link from the home page menu. 

  
 

Note: If you have more than Retiree Self-Service user access, you must click the 

Self Service tab to access the self-service menu shown above. 

  
 

  

 Continued on next page 

  

https://portal.direct-access.us/


Add/Change Email Addresses, Continued 

  
Procedures, 

continued 
 

 

Step Action 

2 The currently recorded email address(es) will display. Correct the existing email 

address or click Add Email Address to add an additional email address. 

 
 

3 A blank row will appear. Select the Email Type from the drop-down list. 

 
 

4 Enter a valid Email Address, be sure to include the @ sign and the domain (e.g. 

.com, .net, .edu, .mil, .gov). Mark the Preferred Address checkbox if this is the 

only email address or if this is your preferred email address (when more than one 

is listed). 

 
 

6 Repeat steps 2, 3 & 4 to add additional numbers. 

Click the Delete button  to remove any unwanted email addresses. 

7 When finished, click the Save  button. 

  

 Continued on next page 

  



Add/Change Email Addresses, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 Saved will display briefly at the top right-hand corner of the screen. Click Home 

to return to the Self Service menu. 

 
 

  

  


